Office organisation self assessment
Do you agree or disagree with the following statements?

	Statement
	Agree
	Disagree
	Not sure

	I have a good understanding of which documents need to be shared with others, and make these easily accessible.
	
	
	

	I have a good understanding of which documents contain personal or personal sensitive information. I understand my company’s policy for safe storage of these documents and ensure that I follow this policy.
	
	
	

	Physical documents are stored in a logical way which makes them quick and easy to find.
	
	
	

	Digital files are stored in a logical way which makes them quick and easy to find.
	
	
	

	We have an effective system in place for version control of shared documents.
	
	
	

	I use file names which clearly identify the contents of the file, and group my digital files into folders to make finding those files quick and easy.
	
	
	

	My office is orderly and free from hazards such as trailing wires and piles of boxes or paper.
	
	
	

	I understand my company’s policies for the removal of unnecessary documentation (both physical and digital.)
	
	
	

	I adhere to company policy for the removal and deletion of unnecessary documentation (both physical and digital.)
	
	
	

	I keep my desk clean and orderly.
	
	
	



[bookmark: _GoBack]Use the space below to reflect on those statements for which you have selected “disagree” or “not sure”. What actions could you take to improve your organisation?
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